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OFFICE CF8E.CB&ZTX 

teaisSwLS&mteL J&LSmxXte 


Grade P-8 


1. As authorized by the National Intelligence Authority, formulates 

and disseminates coordinated Federal security policies and pro- 
cedures pertaining to the safeguarding of classified informa- 
tion and matter of the departments and agencies of the United 
States Government in the interest of national security. 

2. Prescribes and supervisee the implementation of the overall se- 

curity policies and procedures for the Central Intelligence 
Group designed to insure, on a world- side basis, the control 
and safeguarding of intelligence information and intelligence, 
particularly that received fTom sensitive sources, and tie 
security of operations, personnel, equipment and installations 
of the Central Intelligence Grotp, 

3. As authorized by the National Intelligence Authority, formulates 

coordinated Federal censorship policies and procedures for 
implementation in the event of a future emergency or state of 

war. 


4. Upon request by appropriate offices of the Central Intelligence 
Group, determines the reliability of sources or the credi- 
bility of Information furnished to the Central Intelligence 
Group. 


5. Acts as agency of the Director of Central Intelligence, in 
collaboration with the Advisory Council, for the security 
coordination of all public relations, press or similar re- 
leases and other publicity matters pertaining to the Central 
Intelligence Group. 


6. Coordinates, in conjunction with appropriate offices of the 

Central Intelligence Group, matters relative to the technical 
iNigpity activities of the departments and agencies of the 
"IWHwval Government in the fields of secret means of communi- 
cation, radio direction-finding equipment and techniques, 
sabotage materials and techniques and related subjects. 
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If ©etcher Ifa& 


gtfios eg mmm 

Deputy Assistant Director for Security 

Or*** ?-? 

1. Performs duties prescribed by the Assistant Director for Security 
sad acts for him in his absence, assuming fully the responsibility of the office. 

I. In addition and more specifically, he axdreises supervision over and 
coordinates the activities of the several Branches and supervisee liaison 
with intelligence agencies of the participating government departments to 
coordinate security measures to insure uniforsity of possess and t© elimin ate 
or coordinate conflicting activities. 

3# travels, as necessary, in connection with hie coordinating and 
liaison functions* 

fc, Approves papers submitted by the Branch Chiefs for the signature 
of the Assistant Director. 
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(M M, OS/b-3 


Approved For- 


^WNDCWimii 157 


[40013-3 


o» saetatify 


Administrative Assistant 
(SsNVtijy to Aesistant Diiwtor for Security ) 

Or* do GAf*f 

A# Supervisas the control of incoming and outgoing mail* 

2, Gives necessary lnforaation to proper persons Kid directs to 
^propriat© officials. 

3 , Roocives telephone ©ails and visitors* 

k. Maintains schedules of appointments and conferences. 

5* f’TBpares agenda for meetings. 

4* Supervises maintenace of Assistant Director** official files* 

T* A ss i s ts in preparation of drafts of correspondence* msaioramda ®od 
reports relating to progress, plans and procedures in connection with 


operations of the office* 

&» prepares routine correspondence on own responsibility. 
9, Supervises stenographic activity of office* 


Approved For Release ' 


1-04007A0001 0004001 3-3 



Approved Fo r^ejtft$fc 2Pttfla|a&AAt^DP7&^400^0001 0004001 3-3 

CQO I 0S/&4 AMI! 1UL1I1 InL t9 October 1^6 

panes of SEcmugr 

dark-S tens gyspher 

{Secretary to Beputy Assistant Director) 

Orade CAF-S 

1,. Takes and transcribes dictation, consisting of correspondence, 
mmor md&, reverts, etc* of a technical and non-technical nature, relating 
to plans and, procedures involved in operations o t the office. 

2» Main tains schedules of appointments and conference®. 

3. Receives telephone calls and visitors. 

I*. (Eves routine information to proper pereone find direct® them to 
appropriate officials. 

5. Receives and maintain® control of incoming and outgoing mill. 


. r "7 ; jBI 3 
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COB B PS/B-1 Ap proved For, 



cannsB of sgsmrBr 

UfciitiBir >*■ in Jfc it 

Executive Officer, Assistant Director for Security 

(inis P-6 

1. Supervises executive functions pertaining to the adtdni stration of 
office* personnel and services* 

2. Directs and coordinates the activities of the Assistant Executive 
Officer and the Executive Staff* 

3* Is responsible for personnel recruitment and proper correlation of 
personnel function within the Office of Security* 

it. Approves and sijpu* directives to the Staff of the Office of Security 
in connection with its administration • 

5* Plans adainistrative policy and procedures for the Office of Sefurity* 
6* Interpret and supervise the operation of Central Intelligence Group 
AdadLnistrative procedures within, the Office of Security. 

?* Supervises the preparation of the duty and security rosters for the 
Office of Security. 

8. Is responsible for orientation and training of new personnel* 
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mm MMm* 

mmmt iv» 

^MflKt.a tsnt Sxsoutlvo 

grade P-5 

X, U directly responsible for the executive functions of the Offiee 
©f Security, including personnel and offiee service. 

2. Coordinates the activities of the executive stafftn eot^lianee 

*ith policies 1*14 down by the executive officer. 

y, prepares drafts of directives to the staff of the Offiee of Security 

to connection with its sdadnistratlve procedures. 

Drafts for the approve! of the Bseeutive, duty and security rosters 

fer the Offiee of Security. 

5* Xe responsible to the executive for the proper orientation and 

training of new personnel. 

6. iopervises maintenance of supplies. 

7, Supervises the distribution of papere and mail within the Office 
ef Security* 
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S3 »WUW 

Ada&niatratlve Assistant and Secretary to Executive Qfflaer 


Grade GAfnS 

In ' fttKti md transcribes dictation consisting of confidential eerrca- 
pi^n4oncOf memoranda and repcrta of a technical and noa-tochnioal nature 
relating to policies and preceduree of tho Executive. 

2, Supervises the maintenance of schedules of appointatent!!’. and 

conferences* 

3, Receives telephone cilia md vialtora. 

Supplies information to Gailera and directs thaw to appropriate 

offiolfltXft • 

$, Supervises tha receipt and distribution of incoming and outgoing 

mail of tha Office of Security* 

6. Supervisee tho maintenance of the administrative ftlec. 
f » Assists in tho orientation and training of now personnel* 


j9WRe*W* r ' 
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W «HT 

29 October 191*6 


■aroaarWHWlS 


$p*d# oiy-3 

1* Bwpoa elble far the direst aeinteneisee of edeiniiitretAfe filing, 
t* Haiatelae leg of tnaondng end outgoing eeireipendanee. 

|. lahw gw) ireasoribee dLetution, both tsohnloal mA awr-teehnieal. 
It* lee tote In the *eint*n«u>e of general file* of the Eeeeaii’re* 

I* Bees general taping ae requested end ether clerteal dutlee. 
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COOS QS/P-1 


2 9 October l?u6 


OfFICB OF SSOUBXtf 
Policy Branch 
Broach Chief 
p« »7 

X« As authorised initially by the National Inte3.lijs.enc© Authority and: 
under general direction of the Ae»iat<int Director aetuaae responsibility for 
the formulation and dissamination of coordinated federal security policies 
and procedures pertaining to tha safeguarding of classified information and 
matter of the Departments and agencies of the Uhited States Government In 
the interest of national security, 

2« Prescribes the overall security policies and procedures for the 
Central Intelligence Group designed to insure* oh a world-side basis, the 
control and safeguarding of intelligence information aid intelligence, 
particularly that received from sensitive sources, aid the security of 
operations* personnel, 'equipment and installations of the Central Intelli- 
gence Group. 

3* Kaintaine and supervisee liaison with the participating departments 
with a view to coordinating poll cl© a affecting th® security of tho foreign 
operations of the Central Intelligence Group and the participating dapart- 

■ente. 

k» Supervises and coordinates the activities of tha Chiefs of tho 
Federal Security Policies Division and the Central Intelligence Group, 
Security Policy Division. 

5» Approves policy p«S>ars submitted to him by th© division ohiofo 
for the signature or approval of the Dirac tor of Central Intelligence 
Group and the Asaistmt Director for Beeurity. 

6. As necessary to the performance of his duties* performs and 
directs travel to installations and fields of operation of GIG and the 
participating departments to observe the extent to which policies are 
effective in the interests of the national security. 
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29 October X9hB 


orgies of sscmon 

Policy Branch 

Chief, Federal Security Policy Division 


Grade P-»? 

X» Subject to the general euperviaicm of the Chief, Policy Branch, 
and m authorised by the National. Intelligence Authority, formulate® and 
disseminate s coordinated Federal security polieias and procedures pertaining 
to the s&f a guarding of classified information and matter of the Department a 
and agencies of tho United State® Government in the interest of national 
ieourity. 

{ 2. Maintains and supervises liaison with, and coordinat. is the policies 

Of, the departments and agencies of the United States Govamjamt relating 
the following* 

a. The declassification of documents} 


b* Top secret control procedures} 

1 o. Security clearances of officials to receive certain classified 

materials from the Central Intelligence Group, State, War and Navy Departments, 
and the joint Chiefs of Staffs 

d. Conversion of security ragulations from emergency to non-amargency 
conditions and, if nsoessary, vie® versa. 


J 


3. Supervise surveys of security measures in effect in the Federal 
departments and agencies to safeguard intelligence information and intelligence, 
particularly that received from sensitive sources, aid recoritmuad# any neces- 
sary corrective action. 


It. Coordinates and directs the activities of the personnel of his Division. 

5* Approves policy papers for submission to the Branch Chief and. higher 
authority. 


i 
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j 1. tinder the gtmral supervision of the branch Chief, ra scribe e the overall 
ieeority policies and prooadurae for the Oantral Intelligence Croup designed to 
insura, on a -world-wide basis, tha oontrol and safeguarding of intelligence 
information and intelligence, particularly that received from the sensitive sources, 
(and tha security and operations, personnel, squipBant and installations of tha 
'Central Intelligence Croup. 

2. Maintains and supervises liaison with and coordinates tfa® policies of 

the several office a rdthin the Central Inte Hi .pace Group relating to the folloringi 

a. The d4*lasaifi cation of documents* 

b. Top secret control procedures* 

c. Security clearances of officials to receive certain classified 
materials fro* tha Central Intelligence Group. 

<U Conversion of security regulations from emergency to nsn-saargsuogr 
condi ti one and vies versa. 

3. Within the Central Intelligence Group supervises surveys of security 
measures in offset- at the Federal dsnartnents and agenel.es to safeguard intel- 
ligence information and intelligence, particularly that received from sensitive 
sources, and reco. rends any neoassary corrective action. 

4. Coordinates and directs the activities of the personnel of his Division. 

5. Approves policy papers for subadsaioa to the branch Ghief and higher 
authority. 
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OFFICE OF SSjJUMfr 



Grade P -6 

1, Under tha direction of the Chief, /&dsral Security Policy Division 
drafts and assists in the iSatsaXation of, b&brgLnated Federal security policies 
and procedures pertaining to safeguard/of classified inf orm atx on and matter 
of the Departments and agencies of the United States Government in the 
interest of national security* 

2. Under direction of the Division CMsf, maintains liaison with and 
coordinates the policies of the Depart® ants and agendas of the United States 
relating to the following t 

a. The dsclassi.fi cation of document*! 

b. Top secret control procedures 5 

c» Security clearances of officials to receive certain classified 
materials from the Central Intelligence Group, State , War and Navy Departments, 
*tnd the Joint Chiefs of Staff j 

d» Conversion of security regulations from ©msrgsncy to non— emergency 
Conditions aid, if naeossaxy, vise versa. 

3* Conducts surveys of security erasures in e ffect in the Fedsral 
<iepartmants and agencies to safeguard Intelligence information and intelli- 
gence, particularly that received from sensitive sonrewe, and recommends any 
necessary corrective action* 

h* Coordinate b the activities of the Division personnel* 

5* Drafts and submits policy papers to the Division Chief for approval. 
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OFFICE OF StCURIfT 
Policy Branch 

**+******* > m i II I I I .M il in - 

Assistant chief, CIO Seonrtty Policy Division 




1. Under the direction of the Chief, CIO Security Policy Division, 

grafts and aglets In the formulation of the mmir tty polieid* mx& 

proced-urss for the CIQ assigned to insure, on a world-wide bases, the control 
and safeguarding of intelligence inforoation and intelligence, particular 
that received from sanaitiva sources, and the security and operations, person- 
nel, equipment and installations of the Central Intelligence" Group. 

2. Maintains liaison with and coordinates the policies of ths several 
branches within tha Central Intelligence Group wlating to the following! 

a« fh»- declass! f i cation of documents} 

b. fop secret control procedures* 

, c * Se eurity clearances of officials to receive oertain classified, 

materials from the Central Intel li genoe Group* 

d. Conversion of security regulations from emergency to non-esareenoy 
conditions- and vice versa. J 

3. Within the Central Intelligence Group, conducts surveys of security 
measures in effect at tha Federal departments and agencies to safeguard intel- 
ligence Information and intelligence, particularly that received from sensitive 
Sources, and racommonde any meeesary corrective action. 

Coordinates the activities of tha division personnel, 
e. drafts and suhnuus policy papers to the Division Chief for approval. 
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COIB OS/P- 


29 Oetofeor 


OFfTCS OF S'tCUftlTY 


and Saex^tary to Branch. Chief 


tirade CAF-6 

1. Takas and transcribe dictation of IdgMy classified 

Memoranda and reports of a technical and non-technxcal nature ot x - & 

policies and procedures of thaPolicy Branch* 

2, Supervises the maintenance of schedules of appointments and conferences* 

3* Receives telephone calls and visitors. 

it. Supervises recaption activities. 

5, Supervises tha receipt and distribution of Incoming and outgoing 
mil of the Branch, 

6. Supervises the maintenance of the Branch files* 

7* Assists in the preparation of agenda of matings, etc. 
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grade CAF-£ 


X* fates 
dorrs spondance# 
nature relating 
Division, 


and transcribes dictation for classified and unclassified 
Msaoranoa and reports of a tsctodeal and non- technical 
: to plans and proe*dxar$* involved in tte oper&tl on of th& 


2 . Maintains schedules of appointments and conforsncss. 

3 » Receives tala phone calls and victors* 

!u Sivas routine inf oration to proper parsons and directs them to 
appropriate officials. * UI1SHI ° 

5 * Hscoive© raail and control distribution. 

6 . Is responsible for and maintains office files. 
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2$ Oatdbor X<?h<& 


0093 OS/F-g go 


Qgyi33 gig&xfg 
GIQ Security Policy Division 
Clsrfc-gts nograjp-har 


Grade OAF-5 


X, faks# and transcribe# dictation of classified and unclassified 
corro ap cadence, memoranda and reports of a technical and nan-technical 
nature relating to plans and procedures involved in ths operation of the 
Division. 

2. Maintains schedule# of appoin taunts and ccnforancas. 

3» Receive# telephone calls and visitors. 

1*. Sivo* routine information to proper persons and direct# them to 
appropriate officials. 

5. Receives mail and controls distribution. 

6. X# responsible for and maintains office files. 
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29 October 19l»6 


orracs of secteht 

ffsnsorship Planning Branch 
®it*f , Censorship Plansting Branch 

| 

flyade P-7 

| 1* As authorised bj the National Intelligence Authority, 

fpr®alfttes coordinated Federal censorship policies and procedures for 
implementation in the event of a future emergency or state of war, 

2, Supervises and maintains liaison with other government 
departments and agencies, as applicable, with a view to ascertaining 
iheir censorship problems during the recent war and any problems they 
day anticipate in a possible future emergency* 

3* Directs and coordinates the activities of the Chiefs of 
l&e Postal, Telecommunications , Travelers and Prisoners of war, and 
Internees Divisions, 

{ ' k* Approves policy papers submitted to him by the Division 

Chiefs for signature or approval of the Director, CIQ or the Assistant 
Director for Security, 

5, As necessary to the determination of physical and policy 
censorship problems, travels to possible operational sites or to con- 
ferences with experts in the field of censorship. 


coronmAL - 
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29 October 1946 



1* Under the general direction of the Branch Chief, 
supervises the preparation of studies and papers in regard to 
formulation of coordinated Federal postal censorship policies 
and procedures for implementation in the event of a future 
emergency or state of uar. 

2* Coordinates and direct r the activities of the per- 
sonnel of the Postal Division. 

I 

3* Approves policy papers submitted to hi® for subse- 
quent consideration by the Branch Chief and higher authority. 

4. Ae necessary, and as directed by the Branch Chief, 
performs travel to determine facilities of personnel and 
aeeofflBodftlon available for the possible implementation of 
postal censorship policies In the event of emergency. 


Bate s Temporarily, or possibly permanently, as deter- 
mined by future operations and needs, performs concurrently the 
functions listed for the Chief, Travelers Division (COIF. GS/C-4) . 






Censorship f l amin g Branch 


Chief# TaLeocmauni nations Division 


Diede P**6 

X. Under the general direction of Branch Chief, supervises the preparation 
<#£ studies an! drafts leading to the foraolatiai of coordinated Federal policies 
aiLd procedures a® telecoanrurd cations censorship for implementation in the 
event of a future emergency or state of ear. 

2 # Coordinates and dirsots the activities of toe personnel of the 


feleeon&mxnlcatlons Division. 

|, Approve s polity papers submitted to him for subsequent consideration 

by the Branch Chief and higher authority* 

It. Aene cesaary and as directed by the Branch Chief, performs travel to 
deter mine facilities and personnel available for the possible ispXwwttatlon 
Jf teleeemmleatlons censorship poHeiee in the event of emergency. 


Betel temporarily# or possibly permanently as determined by future 
operations and needs, performs concurrently the duties listed for the Chief# 
Prlsionere of Iter and Intarneee Division. (Cede QS/G-5) 




Censorship Planning Brin oh 

Chief, traveler# ranaioa 


G2*sute P**6 

1. Under the general direction of the Branch Chief, supervise® the preparation 
of studies and drafts leading to the fomulation of coordinated Federal policies 
and procedures for the censorship of papers m& documents carried ty travelers 
for la plemen tatlon in the event ef a future emergency or state of ear. 

2. coordinates and miperviee# activities of the personnel of the 

travelers Division. 

| 

3 . approves policy papers submitted to hie for subsequent consideration 

by j the Branch Chief and higher authority * 

h. As necessary, and as diraetad by the Branch Chief, perform# travel 
to determine facilities and personnel available for the possible Implemen t&tio s 
of travelers documents censorship policies in the event of emergency » 

Motet Above functions to be performed concurrently with his other 
fuketdons by Chief, Postal Division (COX® OS/C-2) until experience indicates 
Aether m additional pens® is required to head this Division. 
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0 ^ 9 f f Prisoner of War and Internee bLvislon 

Qrade *4 

trader* the g wttral direction of the Branch Cttif conducts studies 
and prepares draft* leading to the formulation of coordinated Federal policies 
and procedures for the censorship of oOTssunleattens and other material sent 
or received by prleonerc of wm or internees for implementation. 

2 , Coordinates and supervisee activities of the personnel of the 
Travelers 51 vision* 

3. Approves policy paper# submitted to him for subsequent consideration 

by the Branch Chief and higher authority, 

b, a# necessary, and as directed by the Breach Chief, performs travel to 
determine fact 2i ties and personnel available for the possible implementation 
ef P W and Internes censorship policies in the event ©f emergency. 

Not# i Th» functions are to be performed concurrently "with his 
other functions by the Chief, TelecowBunications Division (0S/c~3) until 
experience indicates whether an additional person is required to head this 
Division. 
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a. SaptrtlAM tte aalntenaao* of mtim&slm of aj^nfcwnta and eoaftr«ce*s. 

. 

3. m&tkvw tolmgmm «*Ua and viaifeof*# 

i U» Ssgarrla*# zmepUaa mUvlUm* 

5* Srqpmrvimii th* reeolpt ami 4tatrl.baUoe of and ©afcgoLng 

aaix of Us® Bmmh* 

i 6* Sv&mvtms Um mtL&Umm* of toe iSroe*^ file#* 

i ?• tiaista la t&» of *£«ad* for aaotitsga, #te* 
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OFFICE OF SECURITT 

i 

Censorship Planning Branch 

! 

Postal and Travelers! Elvis! on 
Clerk. Stenographer 

J 

j 

CAF-5 

| 

1* Takes and transcribes dictation of classified and unclassified 
correspondence, memoranda and reports of L technical and non-technical 

i 

j 

nature, relating to plans and procedures involved in the operation of 
the division* 

2# Maintains schedule® of appointment® and conferences , 

3* Receives telephone calls and visitors* 

it. Gives routine Information to proper person® and directs them to 
appropriate officials, 

j 

S* R.60#iv#8 mail mid controls dL etri button* 

6a Is responsible for and maintain$| office files* 

i 

i 

I 

! 

j 

S 
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«jr 

29 October 191*6 


mn&% or sBo^Kitr 

Geaaarship Planning Branch 
Tsleeanraunlcations and Pff and Internees Division 
Clerk Stenographer 


1* fafesa and transcribe* dictation of classified and unclassified 
earraspondtnoe, memoranda and reports of a technical and nsa-teehnlcal 
nature, relating to plans and procedures involved in the operation of the 
'Sivlsicsi* 

2* Maintains schedules of appointments and conferences* 

If Eeeaivas telephone calls and visitor*. 

k* Qive* routine information to proper parsons and directs them to 

apiareprlate officials* 

5* Receives mail and controls distribution* 

6* Za responsible for and maintains office filea. 
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com os/s-i 


29 Oc'oobsr 1 9k& 


QPFICS QT SECURITY 
Ghief, 5e purity Branch 


grade 1-7 

X* Directs activitias to dijterinine, 'upon recast by appropriate offices 
Central Intelligence Group* the re li a b i l ity of sources or the credibility 
of Inroraation furnished to tha Central intelligence Group. 

2* Atts as agency of tha Director of tha Central Intelligence Group, in 
collaboration with tha Advisory Council, for the security coordination of 2 
public relations or other publicity matters pertaining to tha central Intelli- 
gence Group. 

h Coordinates and supervises tha activities of tha Division Chiefs 
under his juri sdiction? chief. Investigation Division) Chief, Public Relations 
Division) Chief, Records Division* 

k* Approves policy papers submitted to him by tha Division chiefs for 
th® signature or approval oi tha Assistant Director for Security or the Director 
of Central Intelligence. 

*** Has overall responsibility for tho operations of the investigative 
service and tha techniques and procedures employed by it. 

^ 6. As necessary to the performance of his duties, performs and directs 

travel to determine reliability of sources or the credibility of information. 
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29 October 1946 


aisc’jaxn branch 

Investigation Division 


Grade P-6 

1* Under policies prescribed by the Chief, Security Branch, supervises 
investigations requested by appropriate offices of the Central Intelligence 
Group to determine the reliability of sources or the credibility of informa- 
tion furnished to the Central Intelligence Group, 

2, Assigns and evaluates the information obtained before release to 
the requesting office, 

3* Directs and coordinates the activities of tho special investigators 
and other psrsonnel of the Division, 

U* Under policies prescribed by the Branoh Chief performs and directs 
travel in connection with requested investigations. 

5* Approves policy papers submitted to him for subsequent consideration 
or signature by the Branch Chief or higher authority. 
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'cons Qg/S-3 sl9 October 19i*6 


iBGoaifr mmm 

Chief, Public Relatione Division 


Grade P-6 

1« Acts, under policies prescribed by the Branch Cbi_f, as the agent 
tfesDiractor of Central Intel liganca (in the collaboration with tbs 
Advisory Council) for the security coordination of all public relations* 
press or s i mi lar releases* or other publicity matters pertaining to the 
Central Intelligence Croup* 

2* Directs and coordinates the activities of the perscn&el of the 
Division, 

3* Approves policy papers submitted to him for eufcse ..usnt consideration 
or signature of the Branch Chief or higher authority* 

4* Cndax policies prescribed by tha Branch Chief* performs and directs 
travel for tha purpose of assuring the security of the public relations of CIS. 
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WCBRMT BRANCH 
Chief , Records Division 


3 

^ 1 . : 


•« 


1# Under the general direction of 'die Chief, Security Branchs 

a* Maintains records and files relating to tbs operations of 
the Security Branch j 

b* Maintains complete file for reference purposes as to the 
liability of souroes of Information supplies to the Central Intelligence 
Gropp. 


c. Maintains information file on personalities and organizations 
for reference fcy the Public Relations Division and other elements of the 
Central Intelligence Group, in order to determine promptly the background 
and reliability of parsons and organizations seeking contact with or 
information from the Id rector of Central Intelligence Group. 


d, Maintains liaison with participating departments and other 
agencies, as appropriate, to assure the building up and maintenance of 
the Information provided for above. 


i» Approves policy papsrs submitted to him for subsequent consideration 
or signature of the Branch Chief or higher authority. 
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Investigation Division 
Special Investigator (3) 


Parade P-5 


1» is directed by the Chief of tie Division conducts special 
investigations to detsrai.ru the reliability of sources or the credibility 
of information furnished to the Central Intelligence Group. 

Owing to the frequently clandestine nature of operations must be 
fully trained to observe and stake spot evaluation of information obtained 
and to know fully tha tscuniques of clandestine security operations, 

3. Performs travel to determine tha reliability of sources and the 
credibility information. 

4. Prepares detailed reports of his investigation with full prsliminary 
evaluation and assess ament of the reliability of the results. 
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gross sa wcoggy 

Security Branch 

Assistant and Secretary to Branch Chief 

grade OAF-6 

X* take# and transcribes dictation or highly classified c orre spondence * 
memoranda and reports of a technical and non-tachnical nature of policies 
and procedures of tha Security Branch. 

2# Supervise a the maintenance of schedules of appointments and. 'conf erences. 
3* Receives telephone calls and visitors. 

It, Supervises reception activities* 

5* Supervises the receipt and distribution of incoming and outgoing mail 
of tha Branch. 

6, Supervises the maintenance of the Branch files, 

?» Assists in the preparation of agenda for meetings, etc. 
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29 October "L9h& 


OPTICS OF gSCimiT? 

Investigation Division 
Clark Stenographer 

grade CAF-g 

1, Jakes and transcribes dictation of classified and unclassified 
correspondence, memoranda and reports, of a technical and non-techm' cal 
nature relating to plans and procedures involved in the operation of the 
Mvision, 

2* Maintains schedules of appointments and conferences. 

3# Receives telephone calls and visitors. 

It, Gives routine information to proper person* and directs them to 
appropriate officials. 

5, Receives mail and controls distribution, 

4, I« responsible for and maintains office files. 
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Om(S OF SECURITY 
Pufclio Relations Division 
Clark Stdno&raoher 


$rade 

/L _._ 1 [1 U _ i* and transcribes dictation of cXaeaifiad and unclassified 

corraapcndance, memoranda and reports, of a technical and aon-tachnical 

SrlSon Wlating t0 plan ® 311(1 P roC3dur »s involved in the operation of tha 


2* Maintains schedules of appointments and conferences. 

3* Receives telephone calls «nd visi tors* 

k' Information to proper persons and directs them to 

appropriate officials. 

$• Receives raa.il and controls distribution* 

6. Is responsible for arid maintains office files. 
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ama OF SSCUBXfT 
Bsoords B1 vision 
Clark Stenographer 

Grade CAF-y 

1* Tates and transcribes dictation of classified and unclssified 
eerrsapondeace, memoranda and reports, of & technical and non** technical 
nature, relating to plans and procedures involved in the operation of the 
Division. 

i. 2. Maintains schedules of appointments and conferences, 
f# Bseaive* telephone calls and visitors. 

k* Gives routine information to proper persons and directs them to 
appropriate officials, 

5. Receives mail and control distribution. 

6, Is responsible for and .Maintains office files. 
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29 October 191+6 


office of sjcuam 
Records Pi vision 
Clerk-Stanographsr (2) 


Grade CAF-3 

1* Responsible for the direct maintenance of filing system. 

2« Maintains log of incoming and outgoing cor re spoacis nca • 

3» Tabes and transcribes dictation, technical and non— technical* 
k. Assistance in maintenance of files. 

5. Does general typing as requested and other clerical duties. 
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Chief, technical Branch 


1* Bears primary responsibility for coordinating, In conjunction 
sith appropriate office* of the Central Intelligence Group, natter* relative 
to the technical security activities of the dapartawnts and agenda# of the 
Federal Qmvrmm% in the field* of secret naans of oowBuntoation, radio 
dir notion finding equipment md techniques, sabotage materials and techniques 
and related subjects. 

t« As necessary to carry out his duties, performs .and direct* travel 
to fields of Alteration of the Central Intelligence Group and participating 
dapsrtaenfca to study latest Methods and techniques in clandestine security 

3* Coordinates and directs the activities of the chiefs of the 
divisions of this Branch. 

b. Approves policy pikers subsdtied to him by the division chiefs 
far the signature or approval of the Assistant Director for Security or the 
Blreotor of Central Intelligence. 
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mvat of m&oBm 

technical Branch 
Chief, CcmBunication* TSLvxaion 

t - 6 

X* 1* responsible for Investigating 'natters relating to the 
ted i ttlo. i l security activities of the departments and agencies of the 
Federal GovernHent, in particular the®* involving secret means of 
e osauni cation, radio direction finding equipsrnt, and related subjects, 
and drafting studies «uad rscoBsaendatioaa in connection therewith designed 
te coordinate federal practices* 

t» finder policies prescribed by the Branch Chief, perforate and 
directs travel to installations In the United states and abroad for the 
study and coordination of activities In the field of secret comuni cation, 
radio direction finding equipment, techniques, etc* 

3* Coordinates and directs the activities of the personnel of 
the 0<»unioatA«m8 Division, 

it* Approves policy papers submitted to hia for subsequent con- 
sideration or signature of the Branch Chtef or higher authority. 
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oreics of sbouritt 

technical Branch 
{Jfeief, Ccuntersabotag© Division 


1* Is responsible for investigating matters relating to the 
technical security .activities of the departments and agencies of the 
federal Sovernment, in particular those involving sabotage material* 
and techniques and related matters, and drafting studies arid recommen- 
dations in connection therewith designed to coordinate federal practices# 


2# Under policy prescribed by the Branch Chief, peri' arms and 
directs travel to instillations in the United States and abroad for the 
Study and coordination of activities in the field of counter sabotage. 


3# Coordinates and directs the activities of the personnel of 
the Countersabotage Division, 

k* Approves policy papers submitted to him for subsequent 
sonsideratlon or signature of the Branch Chief or higher authority. 
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•technical Breach 

Adadaistrativ« Assistant and 
Secretary to Branch Chief 


** Takes and transcribes dictation of highly classified 

correspondence, mnorasds and reports, technical and nontechnical in 
of policies and procedures of the Technical Branch. 

St* Supervises the maintenance of schedules of appointments 
wad conferences* 

3* Receives telephone caSs and visitors* 

k* Supervise* reception activities* 

S* Supervises the receipt and distribution of incasing 

*®d outgoing mail of the Branch* 

Supervises the maintenance of the* Branch files, 

?* Assists in the preparation of agenda for actings, etc. 
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Technical Rr anok 
Cawardoatioaa Division 


Clerk Etenographar 


m&MM 

1* fi dees and transcribes dictation of classified and u»- - 

classified eorrirtpaadsaae, memoranda and report# of a technical end non- 
technical nature, relating to plans and procedures involved in the 
operation of the division* 

2* Maintains schedules of appointments and conferences, 

$0 Receives telephone calls and visitors, 

ii. Gives routine information to proper persons and directs 
them to appropriate officials. 


5, Receives mall and controls distribution, 

6 * Is responsible for and maint a i ns office files. 


Approved For Release 2001/0' 


100100040013-3 





PHWOI 0004001 3-3 


<W ^.,_JM^4.. | 29 Ootob' r 19k6 


mmmjmm 

Ikwmtfsr sabotage Division 
Clerk Stenographer 


1* Takes and transcribes dictatian «f classified and m- 
slaasUft^d correspondence, memoranda awl reports of a technical and noa~ 
tedmieal nature, relating to plans and procedures involved in the operation 
Of the Division, 

$# Ma in tains schedules of appointments and ceitfarencas, 

3* Receives telephone calls and visiters, 

h* Gives routine information to proper persons and directs 
th*» to appropriate officials. 

$* Receives sail and controls distribution, 

6* Is wwrpmmlhlt! for and maintains office files. 
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